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Job Aid:
How to Create an RPA Release Requisition

This Job Aid Shows How To:
e (Create an RPA Release Requisition in COMMBUYS
e Convert an RPA Release Requisition to a Release Purchase Order

Of Special Note:

A Request for Payment Authorization (RPA) Release is a document in COMMBUY'S used to enter a contract purchase
that has taken place. Once approved, the RPA Release Requisition creates a Release purchase order (PO) associated
with a Master Blanket Purchase Order (MBPO) which is a COMMBUYS document used to create ordering catalogs for
contracts, including Statewide Contracts (SWCs).

To use this functionality, the MBPO must be built as an RPA Release-Enabled contract. Before beginning the requisition,
access the MBPO’s General tab and verify that the RPA Release Enabled field displays a “Yes”.

Screenshot Directions

COMMBUYS Step 1: Log-in to COMMBUYS

1. Launch the COMMBUYS website by entering
the URL (https://www.commbuys.com) in the
gt(v“NG BUS/% browser or by clicking on the hyperlink
8 COMMBUYS.

nin
B 2. Click on the orange Sign In button in the

upper right hand corner.
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UNSPSC Look:-Up Tool for Buyers and Vendors;
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Monday - Friday) at 1.888.627 8283 or 617.720-3197.

Attention Vendors: 54 Newly posted bids - Week of
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Screenshot Directions

Step 2: Logging In

0 1. Enter your Login ID and Password.

Welcome to COMMBUYS
2. Click on the Sign In button.

LoginiD |

Password

Login Assistance

Step 3: Creating a New Document

ol CRMMELYS © - Click on the Add Documents (plus sign) icon.
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News Recent Documents

Date Categery Tise Decument » Type Description Status Last Viewed
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Step 4: Selecting Requisition

C@MMBUYS Select Requisition from the dropdown menu.

—— QPERATICMAL EERVICES DIVISION ——

Requisitinn

LA Bid Solicitation
Contract

Purchase Order

News

Receipt
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Directions

Step 5: Entering Data in the General Tab

The General tab page displays. Fields with
asterisks are required fields. The required fields
for Department, Location, and Print Format
default to values that may be changed if needed.

1. Inthe required Short Description field enter
a searchable description of the desired
goods or services.

2. Click on the dropdown arrow next to the
Requisition Type field and select RPA
Release (do NOT select RPA).

3. Alternate ID: Enter information as required.
This may include (but not limited to) data
such as MMARS encumbrance ID or
ERP/Accounting system transaction numbers
for non-MMARS users.

4. Special Instructions: Enter information as
required. This field normally allows for entry
of specific instructions to vendors. If entered
on the requisition, the data in this field will
copy forward to the PO and also be visible
on the print version of the PO. Since this PO
will not be sent to the vendor, it may be used
for additional information about this RPA.

5. When you are finished, click on the Save
and Continue button.

RPA Release Requisition RQ-17-1080-05D01-O5DEP-77637

Step 6: Searching for Iltems
1. Click on the Items tab.

2. Click on the Search Items button.
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Step 7: Conducting an Iltem Search

COMMELYS @ s beoe
1. Enter the name of the item in the Search
RPA Release Requisiion RQ-17-1080-0301OS0EP-TI6ST - Search tems T | Using field.
n 2. Click on the Find It button.
Advanced Search s A preferred alternate search method would be to
click on the plus sign icon next to Advanced
ek e Ry & Bt Cantil & bt
Search .
A popup screen allows you to search by item,
RPA Release Requisition RQ-17-1080-05001-05DEP-T7637 - Search ltems o -t Frves. [ Vendor, and UNSPSC Code
Advanced Search =
’“"'{ I Dascrigtion Lo lmm
Comnasty I [+] Losparitis Pusthaing
(era 8
Step 8 : Selecting the Item
| DAL TR CANGES g I - ’ —
;' S B [ (13
1. Click the checkbox next to the desired
: item in the left Select column.
| E
2 2. Enter the item quantity in the Quantity

‘ column.

| ) .

T 3. To add other items from other pages,
click on the Add to Req & Next Page
button; otherwise click on the Add to
Req & Exit button.
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Step 9: Entering the Invoice Data

Cown  Wama  Vadin  Adden  Mmeemeg By Ansreem e Reeecen | Semear

| s 1. Enter the invoice number in the Invoice
e — # field.

s i) O 2. Enter the Invoice Date and Payment
e Due Dates into the respective fields.

T e Bk 0 e 8 POTT G- HESOC. AL TTAN 10841 .

3. Click on the Save & Continue button.
1 et e e g g O o g e NOTE: If a selected item has a zero dollar
l o I e amount, you will be prompted to enter the item

amount from the invoice.

L] g . Canerwee, your
Step 10: Submitting for Approval

=y COMMEDTS o TS | e 08
) e L Sentvn 1 n b B
B . o oo e g o e et 1. Verify the information contained in each
@ tab for accuracy.

Header Information
) — — s
o) [ffpseny — R ) )
& oy e benamn s 2. Click on the Summary tab, validate the
o) e 5 i s e information, then click on the Submit for
BNl e Approval button.

Shipto Address: s 110 Address o

Special Instructions

Attachments

Agency Files

Agency Forms:

Item Information «

el e T I
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Step 11: Saving the Approval

The approval path is shown or you’re given the
option to select the appropriate one. Click the
Save & Continue button to complete.

NOTE: The RPA Requisition will now proceed
through your department’s approval path (no
image is provided here as your approval path
will vary). You will be informed by COMMBUYS
email when the approval is complete.

RPA Release Requisition RQ-17-1080-05D01-05DEP-77637 fv: 00 - Gamarare B

Header Infarmation

Reguisstion Number-
‘Crganization:
Depariment:
Antered Date

bt Descripoioe: L Status: ]

Lecation: CODIP - Gangrens o Requiresd By Date:
Raquisinion Type: Erre— Type Code:

Step 12: Requisition has Gone to PO

After approval, the Summary tab of the RPA
Requisition will have the status of Gone to PO.

The Summary tab of the RPA Purchase Order
will have the status of Complete Receipt. To
verify this, click on the blue hyperlink of the PO.

NOTE: The vendor will not see this PO.
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